Supplier's Quick Guide to Sandia Electronic Invoicing

Sandia National Laboratories is a multi-program Sandia
' V| ! t“?@j laboratory managed and operated by Sandia National
//4’ y As %} Corporation, a wholly owned subsidiary of Lockheed Laboratories

Martin Corporation, for the U.S. Department of Energy’s
National Nuclear Security Administration under contract
DE-ACO04-94AL85000.
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Access to iSupplier & Other Information:

v Suppliers need to have an iSupplier portal username and password to submit invoices electronically.

o If the supplier does not have an account established, contact supreg@sandia.gov to create an iSupplier account or
request a password reset. Multiple accounts can be established for each supplier.

v" Only one email address is allowed to be retained on the supplier’'s account to receive payment remittances via email. We
recommend establishing an entity account within your company to receive remittance information (such as

ar@supersupplier.net). This technique can reduce the amount of administration for you as you get new employees or others
leave.

v/ Sandia's required payment mechanism is Electronic Funds Transfer (EFT). If not already signed up to receive EFT
payments, submit an Electronic Funds Transfer Agreement.

v" To avoid system errors, it is important that you do not use your Internet browser’s back button to navigate between screens
while in the iSupplier Portal.

iSupplier portal Link
Contact elnvoice@sandia.gov if you are receiving a specific error. Please include details and a screenshot of error if possible.



mailto:supreg@sandia.gov
mailto:ar@supersupplier.net
http://www.sandia.gov/resources/emp-ret/corpforms/9424eft.pdf
https://supplierportal.sandia.gov/OA_HTML/RF.jsp?function_id=1027932&resp_id=-1&resp_appl_id=-1&security_group_id=0&lang_code=US&params=faWZ-ZGsr0zvoyTu6WVEVw
mailto:eInvoice@sandia.gov

E-Invoice Instructions

To create an invoice click on the ‘Invoices’ link from the Home screen:

() iSupplier Portal: Home Page " F - B - @ v Pagev Safety~ Tools~ @Y
Saqdial
National Supplier Collaboration
Laboratories at
i Navigator v BB Favorites v Home Logout Help Personalize Page
Home | Orders | Shipments | Negotiations | SNL Pages i Finance
Search PO Number - Go
| Hotifications Planning
Full List Negotiation
Subject Date o Invitations
No results found. » Responses

Orders
« Agreements
» Purchase Orders

L Responses To Negotiations e Purchase History .
Full List e SNL Certified Payroll
Response Status Negotiation Title Time Left Shij t

No results found. e Delivery Schedules

I_ e Overdue Receipts
\_. Orders At A Glance e Advance Shipment Notices

| Fuliist | Receipts
PO Number Description Order Date e Receipts

1090208 28-Feb-2011 10:31:02 e Returns
\ e On-Time Performance
!II Iemuttance Advice

. Pa:{ment




Then click ‘Create Invoices’ on the next screen:

Sandia ; _ _
lahormuies Supplier Collaboration

tor v B Fayori Home Logout Help P nalize Page Diag

Planning | Finance | Admin | Sandia Pages

View Invoices

If you are new to E-Invoicing, please use our E-Invoice Quick Guide for instructions regarding submitting E-Invoices.

If you have not already established electronic payments (i.e. EFT) please return Form 9424 to [supplier@sandia.qov.

Simple Search
Advanced Search
Invoice Number Payment Status -
PO Number Invoice Amount From | To |
(ecmple : 1234) Amount Due From | To |
Release Number i - —
Griin o Tnvoice Date From | E 7o | B

Payment Number

Due Date From Ifl To ﬁ

(example: 25-Mar-2014)
Invoice Status "

Go Clear
Invoice Invoice Date Type Currency Amount DueStatus OnHold Payment Status Remit-to Supplier Remit-to Supplier Site Due Date  Payment PO Number Receipt  Discount Date

Available Discount  Attachments
Mo search conducted.

Next click ‘GO’ next to the ‘Create Invoice’ (right side of screen):

Sandia

National i i
e Supplier Collaboration

M Navigator v B® Favorites w Home Logout Help Personalize Page

Home | Orders

Shipments SHL Pages
Create Invoices | View Invoices | View Payments

Negotiations

Invoice Actions

Create Invoice Go

Search

Note that the search is case insensitive
Supplier THE MONEY POND

Invoice Number ‘

Purchase Order Number

Invoice Amount

Invoice Date From ﬁ & Invoice Date To [7 =

(example: 26-May-2011)

Invoice Status Currency

Go Clear

Invoice Number Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status  Withdraw Cancel Update View Attachments
No search conducted.

Create Invoice | Go




Step 1 of 4 - Purchase Orders:

Enter PO number only in search box and press ‘Go’,

DO NOT enter any other fields. Entering multiple fields may result in an error.

Home | orders | shipments | negotiatons | exceptions | Product | lanning [ Fnance | adnin | sand raq-- NN

Create Invoices | View Invoices | View Payments

Purchase Orders

Details

Manage Tax Review and Submit
Create Invoice: Purchase Orders
Step 1 of 4 E
Search
Mote that the search is case insensitive / Advanced Search
Purchase Order Date || =]
(example: 27-May-2014)
Buyer Q
Organization Q
Advances and Financing  Excluded v /

Select PO Number Line Shipment “divances or Financing Item Description Item Number Supplier Ttem Number Ordered  Received Invoiced UOM Unit Price

No search conducted.

Curr  Ship To

Organization

Packing Slip ‘Waybill

Cancel | Step1of4 | Next

PO lines appear in table at the bottom of the screen. The max number of PO lines that will display on a screen is 10 lines. If your PO
has more than 10 lines, click M&xt 10 to view additional PO lines to select.

ome T orders | ipmenes | waqoinions | excepions  proauc | perning Y ivance | i s =< 1SN

Create Invoices | View Invoices | View Payments

G { { 3]
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Purchase Orders
Cancel | Step 1 of4 | Hext
Search
Note that the search is case insensitive Advanced Search
Purchase Order Number 1410599
Purchase Order Date j
(=xample: 27-May-2014)
Buyer Q,
Organization Q
Advances and Financing  Excluded ~
Go Clear
Select Items: | Add to Invoice ous 1-10 v Next 10 (>
Select All | Select None 4/
SelecthO Number + Line ‘Shipment Advances or Financing  Item Description Item Number  Supplier Item Number Ordered Received Invoiced UOM Unit Price

[ 1410599 11

O TEST FOR OAQA1 MONEY POND PO

500000

0

800

EACH 1

Curr Ship To
USD SAMNDIA LABS - ABQ

‘Organization
SANDIA OPERATING UNIT

Cancel | Step1of4 | Next

Packing Shp

‘Waybill



Select line(s) for billing by checking box to the left of the line, click |Add omwoice | | then click ‘Next’ on the right side of the screen. If you

are not sure which line to bill, contact your buyer.

oo | e | et | g ot e e i v o I

Create Invoices | View Invoices | View Payments

e, J, O 0
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Purchase Orders
Cancel | step1of4 | Mext |
Search
Note that the search is case insensitive Advanced Search
Purchase Order Number |1410599
Furchase Order Date | E|
(eample: 27-May-2014)
Buyer qQ
Organization Q
Advances and Financing  Excluded ~
Go | | Clear |
Ite: - 44— <) Previous 1-10 * Next 10 (2
e ——
Select All | Select None
Gelechpo Number~  Line Shipment Advances or Financing  Item Description Item Humber  Supplier Item Number Ordered Received Invoiced UOM Unit Price Curr Ship To Organization Packing Sip  Wa
1 1 0 TEST FOR OAQA1 MONEY POND PO 500000 0 800 EACH 1 USD SANDIALABS - ABQ  SANDIA OPERATING UNIT

Cancel | Step 1 of




Step 2 of 4 — Details:

Enter the following fields in order. DO NOT enter any other fields.

Table 1 — Invoice Details (reference Invoice Details screenshot below

1.Remit To

This value will pre-populate with the address associated to your PO. Please review and change if
needed.

To change the address listed, enter “%”, click on the magnifying glass for list of values, and click the
Quick
Select

*  option to select the correct remittance address.

* Supplier H.IPI'LIERTRA]H]HG
Tax Payer ID
mit To

Address PO BOX 1234 A.I.BI.IQI.IERQI.I—Z NM 87123
Remit To Bank Account |

Unique Remittance Identifier I

Remittance Check Digit |

2. Remit To Bank Account

Click on magnifying icon to display search screen. When the search screen displays click ‘Go’ to
view the bank account associated with the Remit To address.
Search and Select: Remit To Bank Account

To find your item, select a filter item in the pulldown list and enter a in the t eld, then select the "Go" button.

Search By Bank Account Number ~ I | Go
Quick

Select

==

Clickthe = option to select the bank account.

You will receive a check payment if no values are available. Please complete the EFT form to start

receivini electronic iaiments.



http://www.sandia.gov/resources/emp-ret/corpforms/9424eft.pdf

3. Invoice Number

Enter your invoice number.

4. Invoice Type

This value will default to “Invoice”. For credits, please select the credit memo option and enter
negative quantity values on the PO lines.

5. Invoice Description

Optional field but recommended.

6. Attachment

MANDATORY - Click here (or view page 13) for instructions.

Items Section

7. Quantity

Enter Quantity for each PO line. If the PO line’s Unit Price does not equal $1 you may need to enter
fractional values when incrementally billing.

Invoice Payment Terms Section

8. Available Invoice Terms
(Optional)

Suppliers have the option to receive early payment by selecting available discounts that display in
this region. Only discounts with early payment terms that are more favorable than the PO’s payment
terms will be available for selection. The supplier can select the radio button of each of the available
terms to view the Estimated Discount and Estimated Payment to aide in determining which discount
they prefer. The supplier also has the option to select their current PO Terms.

Invoice Details screenshot:

Create Invoices | View Invoices | View Payments

Purchase Orders
Create Invoice: Details

Home I Drders] Shipments I Negotiations I Exceptions ] Product I Planning I Finance I Admin I Sandia Pages

Details Manage Tax Review and Submit

= Indicates required field

Invoice Payment Terms

8. Select the desired discount to apply to the invoice. NOTE:
Only discounts with early payment terms that are more favorable
than the PO's payment terms will be available for selection.

Back | Step 2 of 4 | Next

Suppler 1. Remit to Address pre-populates. Review Invoice

* Supplier THE MONEY POND and modify when necessary. To modify, view = aree (e ~ <—— 3 Enteryourinvoice number. |

Tax Payer ID 98752123 ( instructions in table above.
R = Invoice Date [11-Jun-2014 (&
= Remit To |CA-TRV-1 o bate ‘;<=.-:r—.| o 72”—] 4. Invoice Type will automatically
Address 8888 MONEY POND LANE IRVINE CA 92606 Invoice Type  Invoice - populate. To submit a Credit Memo
Remit To Bank Account Q, ‘\ Currency USD click the drop down box to select Credit
Unique Remittance Identifier 2. Click on the magnifying glass to display search Tnvoice Description Memo.
Remittance Check Digit screen and follow instructions in table above. z .
Test 5. Enter your
Attachment po - [ add... description.
Customer
NOTE: Customer Tax A= 6. Select 'Add' to upload your invoice
L . Enter quantity for each PO - P e
Customer Tax Fayer D |S¥S11976 45\——‘ Payer ID pre-populates. line CEnED ’ copy attachment and other required
Customer Name SANDIA NATIONAL LABS documents to substantiate invoice.
Address BERNALILLO US

Items
PO Number Line  Shipment Item Number Ttem Description Supplier Ttem Number Ship To Available Quantity Quantity Unit Price UOM  Amount
1410599 1 1 TEST FOR OAQA1 MONEY POND PO SANDIA LABS - ABQ 499200 1 EACH 499200

Interested in an early payment? Select one of the discounted payment terms below.

NET 30 - NET DUE TN 30 DAYS d—
3%/5 NET 30 - 3% DISCOUNT IF PAID IN 5 DAYS NET DUE IN 30 DAYS
2%/10 NET 30 - 2% DISCOUNT IF PAID IN 10 DAYS NET DUE IN 30 DAYS

1.5%;15 MET 30 - 1.5% DISCOUNT IF PAID IN 15 DAYS NET DUE IN 30 DAYS
1%/20 NET 30 - 1% DISCOUNT IF PAID IN 20 DAYS NET DUE IN 30 DAYS
.5%/25 NET 30 - .5% DISCOUNT IF PAID IN 25 DAYS NET DUE IN 30 DAYS
Use Current PO Terms

$.00

$.00

Current PO Terms:

Available Invoice Terms (Optional)

Suppliers have the ability to select the

NOTE: The discount terms are optional.
Current PO Terms.

Estimated Discount:
Estimated Payment

Item Line(s) Quantity and Available Invoice Terms selection required to see Estimated Discount & Estimated Payment.

cancel Back | Step 2 of 4 | Next




Details Verification - Please verify information is complete and correct. Make necessary corrections on this page before continuing.

Click ‘Next’ to continue.

Home | orders | Shipments | Negotiations | Exceptions | Product | Planning | Finance | Admin | sandia pages |HNENENEENENEENEENEE

Create Invoices | View Invoices | View Payments
@ G { @
Purchase Orders Details Manage Tax Review and Submit

Create Invoice: Details
* Indicates required field Pr— | Back | Step 2 of 4 | Next

Supplier Invoice

* Supplier  THE MONEY POND * Invoice Number |TESTINV
Tax Payer ID 98752123 . ’7 Iﬁ
= Remit To |CA-TRV-1 Q Invoice Date .11-Jun-%Ul4
(example: 2
Address 8888 MONEY POND LANE IRVINE CA 92606 Tnvoice Type .Invn‘i:ce -
Remit To Bank Account Currency  USD
Unique Remittance Identifier Invoice Description  |TEST NVOICE -
Remittance Check Digit -
Test
Attachment - chment List..._Add...
Customer
= Customer Tax Payer ID  SYS11976 Q List of Attachments will display. |
Customer Name SANDIA NATIONAL LABS
Address BERNALILLO US

Items

PO Number Line  Shipment Ttem Number Ttem Description Supplier Ttem Number Ship To Available Quantity ‘Quantity Unit Price uoM Amount
1410599 1 1 TEST FOR OAQAL MONEY POND PO SANDIA LABS - ABQ 489200 10 1 EACH 10

Invoice Payment Terms

Current PO Terms:

Available Invoice Terms (Optional
Selected discount term. | !

Interested in an early payment? Select one of the discounted payment terms below.

NET 30 - NET DUE IN 30 DAYS

@ 3%/5 NET 30 - 3% DISCOUNT IF PAID IN 5 DAYS NET DUE IN 30 DAYS
) 2%/10 NET 30 - 2% DISCOUNT IF PAID IN 10 DAYS NET DUE IN 30 DAYS

) 1%,20 NET 20 - 1% DISCOUNT IF PAID IN 20 DAYS NET DUE IN 30 DAYS
*) .5%/25 NET 30 - .5% DISCOUNT IF PAID IN 25 DAYS NET DUE IN 30 DAYS
~) Use Current PO Terms

) 1.5%/15 MET 30 - 1.5% DISCOUNT IF PAID IN 15 DAYS NET DUE IN 30 DAYS

When a discount term is selected the
disclaimer below will display. Mote: This will
not display if the supplier selects the Current
PO Terms.

Select 'Next' to proceed

These amounts are calculated based on the discount
term selected.

_k Estimated Discount: %.30
. Estimated Fayment $9.70

1od,

Tam k

By selecting a di

d term, T

fo Step 3.

ingly applying a discounted term against this invoice.

Additionally, I allow Sandia National Laboratories to recognize the discount upon payment of the invoice.

10

Cance] |

Back | Step 2 0

Next




Step 3 of 4 — Manage Tax:

No input is required on this screen. Click ‘Next’ to continue.

[ Home I Orders I Shipments I Negotiations I Exceptions I Product I Planning I Finance I Admin I Sandia Pages

Create Invoices | View Invoices | View Payments
@
Purchase Orders

Create Invoice: Manage Tax

@
Details

Manage Tax

o
Review and Submit \

Supplier Invoice
* Supplier THE MONEY POND
Tax Payer ID 98752123
* Remit To CA-IRV-1
Address 8888 MONEY POND LANE IRVINE CA 92606
Remit To Bank Account 1231231231
Unique Remittance Identifier
Remittance Check Digit
Customer
= Customer Tax Payer ID S¥511976
Customer Name SANDIA NATIONAL LABS
Address BERNALILLO US
Summary Tax Lines
Calculate

Summary Tax Line Number Tax Regime Code Tax Tax Status Code Tax Jurisdiction Code Tax Rate Code Tax Rate Tax Amount Line Status

No results found.

Items

PO Number Line Shipment Ttem Description Supplier Item Number Ship To
1410599 1 1 TEST FOR OAQA1 MONEY POND PO SANDIA LABS - ABQ

Shipping and Handling
Charge Type

No results found.

Invoice Payment Terms

Invoice Summary

Current PO Terms:
Invoice Terms Selected:
Total Discount:

Total Payment:

NET 30 - NET DUE IN 30 DAYS

3%/ 5 NET 30 - 3% DISCOUNT IF PAID IN 5 DAYS NET DUE IN 30 DAYS

$.30
$9.70

* Invoice Number
* Invoice Date
Invoice Type

* Currency
Invoice Description

Available Qty
499200

TESTINV1
11-Jun-2014
Standard
usD

TEST INVOICE

Amount Description

I hereby acknowledge I am knowingly applying a discounted term against this invoice.

Additionally, I allow Sandia National Laboratories to recognize the discount upon payment of the invoice.

11

Cancel Save Back | Step 3 UM

Test 10418
Aftachment Aftachment List...

Quantity To Invoice UOM Unit Price
10.00 EACH 1.00

Trems

Less Retainage
Freight
Miscellaneous
Tax

Recalculate Total Total (USD)

Amount
10.00

10.00
0.00
0.00
0.00
0.00

10.00



Step 4 of 4 — Review and Submit:

IMPORTANT: If changes are required at this point, click the ‘Save’ button and you will receive a confirmation notice at the top of the
screen that your invoice has been saved for later submission. Click here to obtain instructions on Retrieving a Saved Invoice (or see
page 14).

Final Verification - This is your final opportunity to verify all information is correct. If information is correct click ‘Submit’.

Home I Orders I Shipments ] Negotiations I Exceptions I Product ] Planning ] Finance I Admin I Sandia Pages
Create Invoices | View Invoices | View Payments

@ @ ¢ J
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Review and Submit
| save | [ Back | Step4of4 [ Submit
Supplier Invoice 1
* Supplier THE MONEY POND = Invoice Number TESTINV1 Click if need to 'Save'
Tax Payer ID 98752123 * Invoice Date  11-Jun-2014 invoice
* Remit To CA-IRV-1 Invoice Type Standard -
Address 8888 MONEY POND LANE IRVINE CA 92606 * Currency USD
Remit To Bank Account 1231231231 Invoice Description  TEST INVOICE
Unique Remittance Identifier Test 10418
Remittance Check Digit Attachment Attachment List...
Customer
* Customer Tax Payer ID SYS11976
Customer Name SANDIA NATIONAL LABS
Address BERNALILLO US
Items
PO Number Line Shipment Item Description ‘Supplier Item Number Ship Te Available Qty ‘Quantity To Invoice UOM Unit Price Amount
1410599 1 1 TEST FOR OAQA1 MONEY POND PO SANDIA LABS - ABQ 499200 10.00 EACH 1.00 10.00

Invoice Payment Terms

Current PO Terms: NET 30 - NET DUE TN 30 DAYS
Invoice Terms Selected:  3%/5 NET 30 - 3% DISCOUNT IF PAID IN 5 DAYS NET DUE TN 30 DAYS
Total Discount:  $.30
Total Fayment: $9.70

I hereby acknowledge T am knowingly applying a discounted term against this invoice.
Additionally, I allow Sandia National L: ies to ize the di upon of the invoice.

Invoice Summary

Ttems 10.00

Less Retainage 0.00
Freight 0.00
Miscellaneous 0.00

Tax 0.00
10.00

@

Once submitted you will receive a confirmation page. If you do not receive this page, your invoice has not been submitted.

Cancel Save Back | Step 4 of 4

Home | Orders | Shipments | Wegotiations | Exceptions | Product | Planning | Fvance | Adin | Sancia 7o~ |NNAAMAMAMNNEEEEE

Create Invoices | View Invoices | View Payments
@ ) @ @
Purchase Orders Confirmation invoice submitted to Details Manage Tax T e o] St Select'Create Another' if you
N Sandia. I have another invoice to
" Confirmation Printable Page available for submit.
Invoice TESTINV1 was submitted to our Accounts Payable department on 11-Jun-2014. The confirmation number for this invoice is the invoice number. You can query its status by using Search by navigating to the Home page. vour records.
Invoice: TESTINV1 - \

M
\ PrintablePagEl Create Another

12



Click ‘Printable Page’ to print a copy for your records (optional based on your business needs).
Click ‘Create Another’ to submit another invoice.

Adding Attachments (Mandatory)

Oracle will allow attachment of most major file types. Please upload the invoice document you would otherwise mail to Sandia.
Add in a title and description if needed. Then, click ‘Browse’ to find file on your computer.

NOTE: If Invoice and/or supporting documentation are not attached, delay of payment could occur.

Create Invoices | Wiew Invoices | Wiew Payments
Finance: Create Invoices >
Add Antachment

Attachment Summary Information

Title |
Description -

Category From Supplier /

Define Attachment

Type @ File
) URL
) Text -

Once file is added, click ‘Apply’. You can also choose ‘Add Another’ to add multiple attachments:

Browse for file. |- CEr
sescpon i " Click ‘Add "
e ‘ Another’ if
— multiple
wpgf E:L ‘C'\Use1s\cba\\ey\Deskmp\wammgDn attaChmentS
o ) are needed.

Click ‘Apply’ to —_~—
complete action | e (s am | ) Back to Table 1
and return to

invoice screen.

13




Retrieving a Saved Invoice (Unsubmitted)

To retrieve a saved invoice, click on the ‘Home’ tab and then click ‘Invoices’.

Sandia
National
laboratories

Supplier Collaboration

Shipments | Negotiations

Exceptions

PO Mumber -
! notificati

Subject

Mo results found.

Response
No results found.

] [Exceptions

Item
No search conducted.

Organization

LL Orders At A Glance

PO Number Description

Negotiation Title

Exception Type

Order Date

mn  Navigator » B Favorites v Home Logout Help Diagno

Planning | Finance | Admin | Sandia Pages

Full List

Negotiation
o Invitations
« Responses

Orders
s« Agreements

e Purchase Orders
L]

Full List .
-

Purchase History
Time Left

Date

Sandia Certified Payroll
Sandia GFP

Shipments

s Delive

Schedules
Overdue Receipts

L ]
M s Advance Shipment Notices
Exception Group Count Receipts

» Receipts
+« Returns
+ On-Time Performance

Invoices

. San!'ra Remittance Advice

Full List

14




In the View Invoices screen click on ‘Create Invoices’.
Sandia :

National ier 2 i
¥ =2 Supplier Collaboration

B2 Favorites v Home Logout Help Personalize Page Diagnostics
2 Planning | Finance | Admin | Sandia Pages
7 View Invoices | View Payments

View Invoices

If you are new to E-Invoicing, please use our E-Invoice Quick Guide for instructions regarding submitting E-Invoices.

If you have not already established electronic payments (i.e. EFT) please return Form 9424 to Isupplier@sandia.qov.

Simple Search

Invoice Number
PO Number

Advanced Search
Payment Status -

Invoice Amount From

Release Number

Amount Due From

Invoice Date From
Payment Number

Due Date From
Invoice Status

[ Go | [ clear

Invoice Invoice Date Type Currency
No search conducted.

Amount DueStatus OnHold Payment Status Remit-to Supplier Remit-to Supplier Site Due Date  Payment PO Number Receipt  Discount Date Available Discount  Attachments

[Export ]
On the Search screen you can search for your invoice using any of the search option fields below and select ‘Go’. NOTE: Searching by

invoice number is case sensitive and must be in the same format as originally entered when you saved your invoice.
[ Home I Orders I Shipments I Negotiations I Exceptionsl Product I Planning I Finance I Admin I Sandia Pages
Create Invoices | View Invoices | View Payments

Invoice Actions

Create Invoice | Go
Search

Note that the search is case insensitive
Supplier  THE MONEY POND

Purchase Order Number
Invoice Number |TESTINV2 .
Invoice Amount
Invoice Date From C;/

Invoice Date To C:l
(example: 28-May-2014)
Invoice Status

m Currency
Invoice Number

Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status Withdraw Cancel Update View Attachments
No search conducted.

Create Invoice M
The invoice will display for you to view and you can select ‘Update’.

Home | Orders | Shipments | Negotiations | Exceptions | Product | Planning | Finance | Admin | Sandia Pages
Create Invoices | View Invoices | View Payments

Invoice Actions

Search

Create Invoice
Note that the search is case insensitive
Supplier THE MONEY POND
Invoice Number [TESTINVZ

Invoice Date From =
¢ y-2014)

Purchase Order Number
Invoice Amount

Invoice Date To | [
Invoice Status Currency
[ 60 | [ clear
Invoice Number [mvoice pate Invoice Currency Code Invoice Amount Purchase Order Status withdraw cancel update View Attachments
TESTINVZ 12-3un-2014 usp 5.00/1410599 Unsubmitted

=] ) 7 #=

Create Invoice Go

15



This will bring you to the Details screen that will display the information that you previously entered. From this screen you can make
necessary revisions and proceed with submitting your invoice.

Create Invoices | View Invoices | View Payments

Purchase Orders

f L]
Details Manage Tax Review and Submit
Create Invoice: Details
= Indicates required field [[cancel | [ Back | step 2 of 4 [ Mext
Supplier Invoice
~ Supplier THE MONEY POND = Invoice Number |TESTINVZ
Tax Payer ID 98752123 ~
* Remit To |CA-IRV-1 =X Invoice Date
AAETES Tnvoice Type  Invoice ~
Remit To Bank Account (1231231231 X[ Currency USD
Unique Remittance Identifier Invoice Description  [TEST INVOICE =
Remittance Check Digit -
Test 10031
Attachment o [ add
‘Customer
= Customer Tax Payer ID [SYS11976 L=
Customer Name SANDIA NATIONAL LABS
Address
Items
PO Number Line  Shipment Item Number Item Description Supplier Item Number Ship To Available Quantity Quantity Unit Price uoM Amount
1410509 1 1 TEST FOR OAQA1 MONEY POND PO SANDIA LABS - ABQ 4900100 1 EACH 5
Invoice Payment Terms
Interested in an early payment? Select one of the discounted payment terms below.
Current PO Terms: NET 30 - NET DUE IN 30 DAYS
Available Invoice Terms (Optional) 3%;/5 NET 30 - 3% DISCOUNT IF PAID IN 5 DAYS NET DUE IN 30 DAYS
©) 2%/10 NET 30 - 2% DISCOUNT IF PAID IN 10 DAYS NET DUE IN 30 DAYS
2 1.5%j/15 NET 30 - 1.5% DISCOUNT IF PAID IN 15 DAYS NET DUE IN 30 DAYS
©) 19%/20 NET 30 - 1% DISCOUNT IF PAID IN 20 DAYS MET DUE IN 20 DAYS
.59/25 NET 30 - .5% DISCOUNT IF PAID IN 25 DAYS NET DUE IN 30 DAYS
© Use Current PO Terms
Estimated Discount: $.10
Estimated Payment $4.90
By selecting a discounted term, I adl Tam ing a discounted term against this invoice.
Additionally, I allow Sandia National Laboratories to recognize the discount upon payment of the invoice.
cancel Back | Step 2 of 4 | Mext

16



View Status of Submitted Invoices

To view status of submitted invoices, click on the ‘Home’ tab and then click ‘Invoices’.

Sandia
National
laboratories

Supplier Collaboration

Shipments | Negotiations | Excepftions

PO Mumber -
! notificati

Subject

Mo results found.

Response
No results found.

1] Exceptions

Negotiation Title

Item
No search conducted.

Organization Exception Type

I;L Orders At A Glance

PO Number Description Order Date

mn  Navigator » B Favorites v Home Logout Help Diagno

Planning | Finance | Admin | Sandia Pages

Full List

Negotiation

« Invitations

« Responses
Orders
Agreements
Purchase Orders

Purchase History
Sandia Certified Payroll

Sandia GFP
Shipments
s Delivery Schedules
« Overdue Receipts
M s Advance Shipment Notices
Exception Group Count Receipts

e« Receipts
+« Returns
s On-Time Performance

Date

Full List

Time Left

Invoices
Clnvoices )

+« Sandia Remittance Advice

Full List
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This will bring you to the View Invoices screen.

Create Invoices | e
Home >

iew Invoices

View Payments

‘\

Home | orders | Shipments | Negotiations | Exceptions | Product | Planning | Finance | Admin | sandia p-q - |
e

wnstruction:

o vouare new s

W you v ot Sireagy artabiisneg siectronc paymens {Le. EFT) pleass return Egrm 9424 1 KuDDIS BENIA000

Simple Search

Invoice Number

PO Number
Release Number
Payment Number

Invoice Status

Invoice
No search conducted.

Advanced Search

Payment Status

Invoice Amount From | To |
Amount Due From | To [
Invoice Date From | & To | =)

Bl @

(example: 26-May-2014)

Due Date From

Go Clear

Discount Date Discount ALk

Invoice Date Type Currency Amount DueStatus On Hold Payment Status Remit-to Supplier  Remit-to Supplier Site Due Date Payment PO Number Receipt Dynamic Discount Taken

Export

On the Search screen you can search for your invoice using any of the search option fields below and select ‘Go’. NOTE: Searching by

invoice number is case sensitive and must be in the same format as originallz entered when zou submitted zour invoice.

Home | Orders | Shipments | Negotiations | Exceptions | Product | Planning | Finance | Admin | Sandia Pages
Create Invoices | View Invoices | View Payments

View Invoices

instructions

T o e ot resay astamisnes sisctrome payments (Le. EFT) pleace return £SO S424 ta [Nl D0 ooy

Simple Search

Invoice Number
PO Number

Release Number
Payment Number

Invoice Status

Invoice
Mo search conducted.

Advanced Search

Payment Status

[TESTINVL

Invoice Amount From |

Amount Due From | To [
Invoice Date From | E To | =]
Due Date From 2 1 (=]
(example: 25-May-2014)
@
InvoicEDSEE Type Currency Amount DueStatus On Hold PaymentStatus Remit-to Supplier  Remit-to Supplier Site Due Date Payment PO Number Receipt Dynamic Discount Taken Discount Date Available Discount Attachments

The invoice that you searched for will display. You can click on the Invoice link to receive additional information.
Home I Orders I Shipments I Negotiations I Exceptions I Product I Planning I Finance I Admin I Sandia Pages
Create Invoices | View Invoices | View Payments
View Invoices
Export

I you are new to &-Tvalcing. pleace use our

Far Instructions

I you have not aiveady extatitshed siectronic payments.Le. EFT) pleace retur Eanm $424 to Jeunalier Ssandia oy

Simple Search

Invoice Number
PO Number

Release Number

Payment Number
Invoice Statug

Invoice |Invoice Date ~

TESTINVL |11-Jun-2014

Advanced Search

Payment Status

[TESTINV1

(example : 1234)

Invoice Amount From

Click on invoice link
for additional
informaiton.

Amount Due From

ST Invoice Date From
(=xample : 1234-2)

- Due Date From
Go Clear

Type Currency ‘ Amount Due Status On Hold, Payment Status __Remit-to Supplier Remit-to Supplier Site

Standard USD 10.00 10.00 In-Process Not Famd

Available Discount Attachments
0.30 T

Payment PO Number Receipt Dynamic Discount Taken Discount Date

11-JUL-2014 00:00:00 1410599 Yes - 3%/5 NET 30 16-Jun-2014

Export
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Support:

Contact elnvoice@sandia.gov

If you are receiving a specific error, please include details and a screenshot if possible.
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